Lo

<P 80-01 826&001 000030005-7

PERSONNES, éFﬁ‘mE R WEY TEPORT

LRGANT {f’«“a‘l,. QIQ‘N:’ COMPOREHT

A I}ff:z. @ of é’*ata“maicam onn

B, - Sldministretlye Galy : __ . .
£, Pevsonnel Branch

B, Temesbtie Sog ""“»:m

w, Office of the Chief

: 1 3*‘5;5*, Bumbeyr

SOATEY Inelvding Be X
o : sosed perscunel

e emi ":\.asiwea o .z};_@g;,

‘“z:s«m R e %ﬁé

R TR H TR WM

syl supervisicn of

e (hief, Domestic Saci;im ie ¢
LR . Chiet ﬁm pd J.8 5y .JE.!.. l?&@'ﬁ ‘he

. gsal swm Caiel, Wewscmﬂw
i Eny *'e.z,c:\ml responsibil

A. Meons and supsovises Eho

””Tb caaping 2
5 ¥ LhGJ.ﬁ.ij?f .J.b

u,nssfmimg om duby,
Ho and Toom aves

REFHOUNGL PO

and mh@ﬁw?
L prosessln

1, wr Pey "mew Dby :asgmzzmana,.u "”"’ﬁs}ul’!-ul leaving
ad z
e GfYlce of o us:lm:‘w.&% w Ly nEie

vayaonnsl Fransections and
srmnee of Poegonnel Hardex 8
jons, centyel conbrol f'ff‘
af Cemmanleations aad

peparation a)f ;;m:‘iudw and.
vor Ditiea Gosmanlestions.

Af.',’c. .61

il whish lo respongibils Por snilnelanse of
nisvrabive

anel Flles, w ve
w:: whiol cméi LN 1plst ai»f,m
X Cepurier

SOOVRAC

TE B OREAR

Approved For Release 2000/06/19 : CIA-RDP80-01826R001000030005-7

LS




25X1A9%9a

25X1A9%9a

| SBCRET '
Approved For Release ZOOOIOWWOMOOOOQGOOS-?
hd 25X9A2

D. Serves as alternate Career Service Board “Ex:.«.»*'{» Sc.w.,‘l'n-.[

E. Provides internal employee services to departmental employees.

F. Reviews applicant files sént to Office of Communications by
Personnel Division (Covert) Placement Branch and eveluates experlence,
charscter, and geperal suitability of the individual for employment

1 tions.
by the Office of Communicatio 25X1A93

There are currently assigned to Office of Chief, Domestic Section,

three people; namely, |G C:i-f, Doxestic Section, 25X1A9a

* Administrative Assistant, and 25X1A9%a
Personne erk. The proposed Table of Organization request submitted

by Office of Communications for the Office of Chief, Domestic Section,
provided for two positiona.

The three Units currently opexating under the Domestic Section
are staffed as Tollows: »

1. Personnel Processing Unit has two le currentl 2255)()2 &993
assigned; [N, Uoit Cbief, and“ @
Persomnel Clerk. The proposed Table of Organization request provided

for two positions.

2. Personnel Transactions and Records Unit has two people 25X1A9a

currently assigned; namely Unit Chief (Military - 25X1A9a
nding discharge), end , Clerk, training to replace .
& The propo e of Organization request provided for

three positions.

3. TFile Unit has two people currently assigned; namely, 25X1A9a
I Ucit Chief (on leave), and
(Military - pending discharge). The proposed Table of Organization
request provided for three positions.

I1I. DETATLED FUNCTIORAL RESPONSIGILITIES CURRERTLY ASSIGNED TO THE
ORGANIZATIONAL COMPONENT

The Chief, Decmestic Section is responsible for planning the work
program, supervising and/or performing the following taske:

A. Supervises the Personnel Processing Unit, Personnel Transections
and Records Unit and File Unit (for detailled information regarding
functional responsibilities of these components see attached report for
the appropriete Unit). K
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B. Heviews and aigns for the Chief, Yersonnel Braach, all
office of Commumnications Persomnel Actions up through G3-12. This
signifies that the acticn has been praoperly prepared, adheres to
established persomiel procedure and has been approved by the Career

Service Board.

E ccw‘\';w'- S&urfz L""—!
C. Tn the absence of the Career ‘Service Boa ROUGWIEF, he

Chief of the Domestic Section servee as alternste (see attached repors

Por the Career Service Board).

fI. Reviews all requests by operating Divisions for personmel 25X1A6a
actions affecting Departmental N Fcrasonnel in Gradese
GS-7 and below. Instructs the Transaevions and Records Unit on the
sroparation and procesping of the Personnel Action Request (8.F. 52).

B. Tnsures the accuracy sud tompletness of all actions prepaved
by the Foreign Sections, and for processing through the Personnel
mransactions and Records Unit for recording of action,; signature wn
g.%. 52, and logging of action to Personnel Division {Covert).

. P. ZInsures that Career Service Board actions are properly
initiated either by the Personncl Trapsactions and Records Unit for
Departmental or the appropriate Foreign Sestion on 25X1A6a
Porelgn field actions. Maintaine Pollovw-up cn Board actioms and
obtains coneurrences required for such actions.

¢. Revievs, coordinates and distributes all applicant files
for the Office of Commumnications in the following manner:

1. Receives all incoming appliceant files from Personnel
pivision (Covert) Placement Branch. Reviews each file for gemeral
suitability of the applicant and for possible sdditional shopping
within O0ffice of Communications, where appropriate.

2. Torwards the File to the Division recomnended by the
Piacement Officer for review, eveluation and possible pickup.

3. Applications for positiams GS-T and below:

a. If a division is interested in ap individual and
will accept bim on the besis of a field recruitment interriew report,
the application 1s forwerded to Assistant Director for 0ffice of
Cemmnications for his review and approval. Phe Assistant Directer
Pap 0Pfice of Commmicetions pacses finsl juigment on ell candidates
for employment with the Office of Comunications. Upon the Aessistant

“ger
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Director for Office of Commmication's approval, the Chief, Domestic
Section ilnsures that the S.F. 52 is prepared, applicant's file
(Commmmnications) is set up, thumbnail sketeh of individusl is prepared,

25X1A any waivers neces are written, such as those required by CIA
Regul&ﬁion:& signs Pewsonnel Action Request for Chief,
Personnel Brarch, and forwards same to Personnel Division (Covert) far
proceasing. Upon the Assistant Director for Office of Commmnication's
disapproval, returne file to Personnel Division {Covert) Placement
Branch with reason for disapproval.

k. EApplication for positions of G8-8 and above:

The sape procedurc abowe ia followed except that the
interested Division submits a memorandum with the file to the Chalrmsn
of the Ceareer Service Board for review and approval. When the Board
has mede its recommendation, the file is forwarded to the Assistant
Director for Office of Commnications for final approval. Processing
follows same routine as in subpaeragraph 3 above, as regquired.

5. In the majority of casee reviewed by the Office of
Commnications, the Placement Officer indicates to th2 Domestic Section
the Division which should be interested end the grade for which the
individual is quelified. Placecment @oes not indicate the slot to be
encumbered; this is left to the Divieion Chief or to the Chief, Domestic
Section, who will either quiz the Division Chief or slot as he sees fit.

6. Of the cases submitted by Placement, approximetely 50 to
70% are acceptable. The remaiaing 30 to 50% are rejected by the Division
Chief; Career Service Boardj; Chief, Domestic Section; and the Assistant
Director for Office of Commmmications for various reasons which are
determined on the basis of information regarding experience, education,
character, ete.

T. If Placement Officer does not suggeat or recommend a
Division, Chief, Domestlic Section will reviev the file, noting: backe
ground and experience, education (formal and technical), stability,
military experience, character, and general suitability. On the basis
of this review, the file is faxrwarded to a Division Chief, or returned
to Persomnel Division (Covert), as appropriate.

8. In commection with the sbove processes, when a personal
interviev is desired by Office of Communications, Chief, Domestic
Section arranges through Personnel Division {Covert) for this intecrview.

: H. Personally insures the reviev of files of surplus personnel

25X1AGa {such as Dp/p/5r M) vith Personnel Division (Covert) for
the purpose of selecting emplayees who appear to qualify for Commmunica-
tions positions and instructs the Perdsonnel Division {(Covert) Placement

g
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Officer to forward such files o the Office of Commmications for
further detalled review and shopping. Upon receipt of the persomnel
file in the Office of Communications, makes ancther detail review of
such filees and summarizes the indivilual's background, education and
experience, and forwards the file to the appropriate Division for
additicnal technical review towards possible employment.

I. Under the supervision of Chief, Personnel Branch, is responsible
for investigating and preparing initial reports outlining details of
circumstances concerning compensatios claims of Departmental andfj 25%1A62
Fleld employees. Supervises the preparation of necessary standard governw
ment forms and papers for sigmature ¢f Branch Chief and forwards same to
Central Persommel Office. Works witk the Research and Plamning staff
to insure thaet the pertinent facts are properly presented,

J. 1Is responsible for processing of all Marriage Cases of
Commmications employees to Foreign Bationals and obtains the necessary
data required to complete such cases. Also serves as the coordination
point between Field Stations and Headquarters regarding such matters.

K. Initiastes requests for Military Perscnnel, at the request of
the Operating Division, and forwards such requests to Military Perscaonel
Division.

L. Insures that Military Persomnel are properly assigned and slotted
in positiones commensurate with their grade or rank. When advised by the
Military Persommel Division of an inarease in promotion quota, the Chief,
Domestic Section requests the appropriate Division to submit an efficiency
report and reccmmendation. This Seetion prepares the formal recommende-
tion for promotion, signs for the Chief, Personnel Branch, and forwerds
to the Militaery Persomnel Division far processing.

M. Personally revievs the "Periodic Pay Increase" listing trans-
nitted from Personnel Divisiom {Cuvert) 4o insure that each individual
listed does not have a break im service, and insures that the individusls
have satisfactory service records for the period covered.

N. 1Is responsible for preparation of request for Leave Without Pay,
Military Leave, Maternity lLeave, etc., at the request of the Operating
Divisions. Forvards the request to Chief, Persomnel Branch for review
and trensmittal to Employee Relations Branch, Persomnel Division (Covert).

0. 1Is responsible for preparation of requests for special types
of security clearances, such as those requived for foreigm indigenous
personnel and Americsn Comrtract Employees, and coordinates such pro-
cesging between Heedquarters and the varicus Pleld Stations.

P. Reviews and cocrdinates with the Office of Perascnnel Director
all draft deferments and permits to leave the country.

~5..
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25X1C4a

R. Insures the prepareticn of Parsomnel Evaluation Reports for
all Office of Commmications persohmel. Personally reviews all personnel
evaluations for the Assistant Direttor and the Evaluation Officer. Om
acting derogatory statements, personally makes thorough investigation
to cbtzin a detailed statement of facts.

S. Responsible for the prepafation of persomnel reports for the
Office of Conmmications as follows:

1. Submits s weekly report tc Personnel Divisicn (Covers) an
clerical wacancles.

2. Preparea a monthly strength report as to the over-all
positions under Commmications control, whether directly or indirectly.
This report shows:

8. Qver-all styength

b. Poreign Ares Strength
¢. Project Strength
d. Departmeutal Strength

e. DD/P assignecs; 1i.e., those Commmications positions
shown under DD/P Tatle of Organization.

The Chief, Domestic Section indicated that the strength repart
provided by Research and Flanning Staff only shows the strength of those
positions directly under the O0ffice of Commmications official Teble of
Organization. Iowever, Feseerch and Planning Staff does have a notation
at the bottom of its repwurt stating that there are certsin Commnications
positions in DD/P, but does nmot bresk down by loeatiom, project, or other-
wise., Office of Communications cannot plan their strength and categories
of position based only on a figure, but must break the figure down. This
report is also used by (ffice of Commmnications in preparing apnual and
semi-annual budget estimates and for the planning of personnel require-
ments .

3. In addition, is responsible for the preparation of special
reports such 832

a. Grade distribution - showing actusl title and grade
of slot versus grade of incumbent.

-
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B. Fropot:on meiio by erades
Co  Frowotion availabiiity data reports

#.  statiastical repords on Career Service Board activigy
showing actions anproved by fhe Bodrd versus those disapprovad.

J. Coordinates requeste for changes in Depertmentsl Tablez of
rganization with appropriate Division and innures that request contains
sufficient justification for tranemitial to Massification and Usga
Hivision for approval. :

¥. Respceneible for interviewibz Commmications peracnnel who
have varied persopal ywoblems: furnishes advice and agelstance in
solving such vroblems where possible, or refers cace tec Personnel
Division (Covert), Emmloyee Reolatioks Tranch.

W, AGviees Office of Commmications Divistions a2 to Agency and
Persoumel office policies. !

£.  Perscnally maintains lieisén with the various components of
the Persommel (ffice, Cormmunteations, and other Agency segments as
reguired, _

T
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PERSONREL, OFFICE SURVEY REPORT

I. ORGANIZATIONAL COMPONENT

A. Office of Commnications
B. Administrative 3taf¥
C. Persomnel Branch

D. Domestic Section

E. Office of the Chief

25X1A9a

A I s currently assigned to 0ffice of Chief, 25X1A9a
Domestic Section, performing special assignments pertaining to:

1. Marriages of Employees to Foreign Netionals.

2. Compensetion Claims far Departmental and [Jjj r1e14
Employees.

25X1A6a

3. Security Clearances far indigenous and American Contract
Enployees.

The proposed Table of Organization submitted by Office of
Commgmications does not provide for this position.

25X1A9a
T17. DETATLED SPATEMERT OF DUTIES CURRENTLY ASSIGRED 'I!O_
A. M¥arriage of employses to Foreign Ratiomals -~ Office of
Cammnications employees who marry Foreign Bationals are processed by 25X1AGa

as follows:

. 1. The varicus foreign field areas forward to Headquarters,
Domestic Section, the employee's request for permission to marry. The
papers are checkad to insure that a Personal History Statement,
Resignation, Efficiency Repaxt and other pertinent documents are complete
and g8ll aecessary information is included; if not, he cables to field

SECRET
SECURITY TNFORMATION
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for the additional information. (Resignation papers are required
inasmmch as vhen en employee marries a Foreign Rational the security
implications are guite grave, and if a review of the case is unfavorable,
the resignation is immediately accepted.)

Upon receipt of the request by the Domestic Seetion 1t is logged
and forwarded to Office of Commmnicstions, Security Division, which
takes the initial action in determining vhether the employee's crypto-
graphic clearance will or will not be revoked. Upon receipt of decision
from Commnications Security Division, & memorandum is prepared for sub-
mission to the Career Service Board for final decision regarding the
‘employee's continued employment with Office of Communlcations.

CSB decision is affirmative, a request for walver
of ﬂis prepared for the signature of the Aasistant
Director for Commmications. Upon epproval by the Security Office,
the employee is placed in a non-sensitive positicn.

25X1A

3. If the CSB decision is negative, a summary of the case is
prepared for transmittal to Persomel Division (Covert), who shops the
case for possible employment in some other office in the Agency. At
this point, a cable is prepsred and sent to the Field Station concernmed,
advising of the status of the case, such as decision regarding crypto-
grephic clearance, CSB decision, facts concerning FD(C)'s shopping of
the case for possible employment in ancther office within the Agency.
Unless there is interest elsewhere in the Agency regarding subject's
continued employment, employee's resignation is accepted and he will
be required to retwrn to Headquarters within forty-five days from date
of maxyviage.

4. Upon notification by FD(C) that no interest is shown by
another office within the Agency, the employee is advised that his
spouse may be returned to the U. 8. at government, expense, but that
his return will normally not be delayed beyond the forty-five day
limitation regardless of spouse's statuas.

5. Upon notification by FD(C) that interest 1s shown by
another Office within the Agency, all papers are transmitied to FD(C)
for forwarding to the appropriate receiving Office.

6. Under any of the circumstances above, the Alien Affair
Officer, Security Office, 1s requested to assist in obtaining the
necessary visas for the return of the employee's spouse in the-event
of marriage. .

7. APter completion of the case, a sumary report setting forth
all facts concerning the case is prepared for the Office of Communications
persomel folder. 2

SECRET
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25X1A6a
B. Compensation Claims for Departmental and.- Field Employees:

B processes compensation claims for Headquarters and 25X1A9a

25X1A6a - Field employees. ‘This entails having employee and supervisor £111

out pertinent portions of forms CA-l, CA-2, and CA-4. A covering memo-

randun is then prepared to accompany the forms to the Personnel Office,

Compensation Claims Officer, stating that the Office of Communications

has no objection to submission of the forms to U. S. Department of Labor, '

Bureau of Employee Compenssticn /NN Appropriate 25X1A

statements by emplouyees are prepared to substantlate the cleim or to

clarify periocds of sickness and location of treatment; copies of medical

bills are attached to prove expenditures 4f veimbursement is being

claimed. When &1l forms are completed and checked to insure that

pertinent facts are presented, the case if forwvarded to the Personnel

office, Compensation Claims Qfficer.

In addition, cases are coordinated with Employee Relations,
#0{c), particularly vhen advanced sick leave or financial hardships

gre involved.

25X1A

25X1A8a

SECRET ‘
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25X1A

2. I o-ocesses security Clearsnces for American 25X1A%a
Contract Employees as Pollows:

Request and forms PRQ-l and PRQ-Z2 are checked for complete-
ness vhen received from the field. If the person has been previcusly

employed by CIA, no further check is necessary. If the person hag not

vorked for CIA, & memorandum is prepared and forms are transmitied to
25X1A8a requesting neme-check. Upon return of request from
25X1A8a tating derogatory facts, incumbent notifies field by pouch not
o

e, or if there are no derogatory facts, authorization is given to
hire with the restriction that since the subject i not cryptographically

cleared, he can not be used ia any way requiring work with cryptogrephic
materials.

25X1C4a

-ud
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